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18 November 1970

OMORANDUM FOR: See Distribution

~

SUBIFECY : Preparation of Briefing Books for the Director

and Deputy Director Kollowing Their Abscnces

1, TI'rom time to time when the Director has been absent for a few
we have prepared a ''black book!' to present to him immediately

, his return to assist him in 'getting up to speed' in a minimum of

time. "‘1; Dlr ctor has found these briefing books to be very useiul.

‘“he purpose of this memorandum is to try to make them more useful by

giving more specific guidance on just what is wanted and in what format.

2. TFirst of all, we should not as a general rule report in the ""black

Sook! on items which will be presented to him separately, such as minutes

ot the Morning Mceting, intelligence publications, correspondence, cables,

DL,

3. We should include a brief, concise, up-to-the-minute statement
alsont :;j.gz;nihcant things that have happened during the Directort's abscnce
Aboul which he should be made aware as promptly as possiblc. Normally,
7w reder to correspondence, it should be summarized rather than en-
ciased. dhere may of course be exceptions. Some events may not lend
themscelves to adequate coverage in the ""black book.'" In this event, you

v wish to include enough to alert the Director and follow up with a fuller
¢ at his carliest convenicnce or submit a fuller memorandum. Do

<+ include trivia or routine things which the Director has no nced to learn

tust use your good judgment and common sense, If you had just a very few
\rutes immediately upon his return, what would you like to say to him ?

.. As to format, we plan to include in the '"black book" exactly what
;ou serve up, unediled. o have some uniformity in the total package,
picasc prepare your material on 8 x 10 1/2 paper suitable for insertion in

irree-ring looseleaf notebook.

5. QCccasionally we may also wish to prepare a ""black book'' for the
3Ci, in which case the same general guidelines will apply.

25X1A

L. K. ite
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out nromptly-w-if at all. In making your final decision on what to include,
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SU GG Prepasation of Drieling Books Lo ithe Dircctor an cpuly

Dirccror Following Their Absences

iatribation:

sl o the DCI {or National Intelligence Programs Evaluation

tv Director lor Intelligence

Sepuly Dircctor for Plans

Cepuiy Director for Support

Viepuey Divector for Science and Technology
oeecior of National Kstimates

Do of Current Intelligence

~i1l Assisiant for Vietnamese Affairs

moral Counscel

sizlative Counsel

cctor General

Aesliscant to the Director

Cwecutive Assistant to the Director
Thecutive Assistant to the Deputy Director
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